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Madhine Methods and Agenoy Operatione

1. Dlsoussion.

As requested, this office in eonjunction with personnel
of other offices conducted a comprehensgive survey of present and
proposed spplication of machine methods to Agenoy operations.
The atimched survey presents the subject in four brosd phases:

&, Brisf history and outline of present application.

bs FProjects currently in developmental stage.

¢, Possible future applications.

d. Outline plan for utilization of aspace for person-
nel and equipment.

Le F iﬁdiﬂg' .

The Agency hos made good progress in adaptation of mae
chine methods to operations, solving many problems which could
not have been golved from & practicel standpoint by manuel means.

While it is comaon knowledge that machine techniques are
best mpplied by centralization of sachines, it is not praetiocal
in the cese of CIA at this time, bocause of the physicael location
of the variocus offices end certain ascurity factors involved,
However, if the Agensy should ever become more oompaoct, central-
1zed mechine operations will become & reality. Any type of
ssourity necessary eoculd be provided by compartmentelizing the
wachine room itgelf,

3« If this plan is spproved under existing eircumstences,
machine operations will be located in six places

25X1A

goommendations;

8+ That etill wider useazs be employed as rapidly as
the use can be determined. A

be That one position be established in the Management
Office for a supervigor-plammer for machins methods who
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will have Agency eontrol over machine techniques by taking
grade function (and the individuml) fros OCD end assigning

to Mansgement,
¢ That all aduinistrative support by mechine tauhnimws
be placed under the Spescial Support Staff.

25X1A%9a

1 Attach.
Burvey
(Tabs 4,3,0,D)
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GGNF!DEF@T!AL

of a@emtﬁg ‘pergennels Definite sontinuous advex anﬁ aswingn
- are belng reslized from the established prwa&w&x an& mrﬁh&r Bide
mﬁms will soorve as the method iz sxbended to othsr s
denaribed in Yebs B and € of this report. 4 briaf hiﬁﬁnry of the
pmm epplicutions snd resultant advanlages and savings iz con~
"haitmﬁ 4n the following paragraphs.

.8+ Iodexes of Intelligence Infarmetion.

R In 1948 when the operationsl requirements of the Agenoy
ware being determined, it was realized thet ¥ v'aat amount ui"
I imﬁa da*ha, '&u be rmeiwé ma% bg Inde r & maothod

dm amm:w. ;waeduras for indexing ‘dod
hiﬁgt‘aﬁkioﬁl and industrial intellizence dats ware'
of development and were made effective during 1%‘?.

CONOENTL
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¢+ A speolsl system waz develeped to provide s mesns of
transmitting and reproducing absiracts of indexed documents
upon request.  The system includes the use of special fecsimile
aquipment designed to automatically Teed selected index cards,
soan the abstracts of documents wiitben thereem, trensmit the
soannad date to recelvers lboabted in the Library and other of-
fices of CIA, The feosimile machines were developed and proe-
duced to west specifications provided by the Agensy. This ays~
tom is now Imown as the Intello~fax System.

f+ Punched-cerd procedurss were developed for the purpose
of producing gezetteers of plmce names for the WIS program.
To date gegetteers for 37 countries and 295,889 plsoe names hadmX1A
been complated, This work was started in May 1948.

g+ &n index of the published m
wag egtablished on & punchadwcard Dasis in ¥ay 's 804G 18 now

the only complete index to the pamphlets published after April
18947,

he Sepsrate Iinstallations of mmchines were mads in the Come
minieations Division/ 030, end the Special Research Center. The
procedures and results obtained by these twe installations are
of & olsasified nature, '

3. Aocoounting and Adninistrative Record Keeping Problems.

&e The puached-card procedurss and the mamner of using the
maohines for intelligence problema are unigue. The most universal
end beat known applications of the punchedwcard method srs found
in the field of accounting and sdministrative record keeping.
The adventages to be derived from accounting spplications wers
rocogruized and, 1n the full of 1947, the Aduinistrative Projects
Brandh was established in the present Machine Yetnods Divisien,
D, to perform aoccounting and adminigirative redords work om a
punched-card basis for the Administrative Staff of CIA. The
work of drafting procedures for accounting end related adminige
trative record keeping jobs were mccomplished as rapidly as pos-
sible with the limited aumber of avallable machine nersonnel
primarily engaged in esteblishing and meintaining the intellli-
gonoe indexes.

be &% the present time, the followlng jobs ars being per-
formed on a current basiss

TIAL
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{1) Personnel Stetistical Records;
{2) Porsommel Qualifisation Recordas
(3) Personnel Stremgth Reporting;

{4) Applicent Application Racoréu ,
{8) Applicent Quelification Recordsy

{6) Physical Inventory and Resconcilistion of Ware
house Stock for Spscial Support Stafl;

(7) Persommel Position Contrel, OCDy

{8} Book and Periodical Subseription Furchase Record,
CIA Librexy;

(9) Hachine Utilizatiocn Records.

The aboye joba listed above are only the begiming of a program
for applying punched-card method to the Agensy's ascounting and
reoord keeping problems. Additional applicationa are ocutlined in
Tabs B smd Qo ‘

€ Admtegan and Savings Realiged.

2. 3ince Junuary 1947, tie date of the first mechine installa-
tion, the use of the punched-card method has been tested, altered,
developed end expanded., The procedures in effect for the verious
intellizence registers are continuously being studied end revised
to produce the desired results more sxpeditiously and efficiently.
Bew prooedures are developed to meet new or changed intelligence
requirsmentss In some cames plans have been held in sbeyance swaite
ing the development and installation of specisl equipment.,

be A few of the advanteges which have heen realized to date
are listed beléw:

{1) The several types of index files now contain milliens
of items of Intwlligence information and those items ars ‘
attomatically and quiekly located end produced upon raguest,
To have aocomplighed the ands degired under a mamual or zemi-
mamial method would have been impoasible. The value to CIA
of mechanigsd index files of lntellience informetion sannot
be over estimeted. '

(2} The procedurs estanlished for processing doouments
rsceived in the CIA Library for the preparation of index cards
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and the related procedurss Tor gonkrol, allocation and
distribution of doocuments, have pesulted in egtimaied an-
nual sevings of $200,000. These annual savings alonse
wore than offset the present amnusl cost of all punched-
eard equipment and gupplies.

{3) Gasetteers of place names covering 37 arsas snd
more than 296,000 names had been produced as of June 1350
and are contimzing to be produced st the rete of 12,000
names & month., The production of garettesrs is ths only
sns of several phases of the NIS program which ig current .
with the esteblished program schedule. One thousand coples
of each gazetiser are publisied and it has been estimated
thet the present publication cost is one-third of ths cost
of publighing the gazetteers prior to the application -of
the punched-ocard method,

(4) The book and periodiaal subsoription purchase rec-
ord mainiained by the CIA Library was placed on & punched
card basis in 1949, As a result of the informastion and
sontrol provided by the punchedecard method, the cost of
the annual periodical subscriptions was reduced by $1,200,
Based on information furnished in monthly punched=~card
reports, additional annmual sevings are being realized by
maintolning the number of pericdieal subseripbtions at &
mindmam,

(5) The application of the punched-cerd method to CIA
Personnel Records and the Applicsnt File has furnished the
Pergonnel Division with information otherwise unobtainable
end has saved a great many men-days.

{6} The work performed for the Speecisal Support Staff
in spplying the punched-cerd method to scoountling and recon
eilliation reguirements of the regent physical inventory of
stock in the farehouses, resulted in a 25X1A
substantial Ming personnel time. Ths
procedures wsed permitted the establishment of controls
which would not haeve been feasible under a manual operation,

@s The advantages listed aove, and other intangible bene-
fits end savings, will continue and will be increased throughi

(1) Tho continuocus study of ex’sting procedures to deber
mine means of expediting the flow and processing of the gource

GONFIDENTIAL
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mterial and of increasing the affieimcy of mmmial and
mashine operations. ,

{2) The éavela:pmént and exploitation of new machines
and machine methoda.

Provigion has been made for sush developuent and reseerch
through the use of Tabluation Projoct Planners in each NDivisgion
uglng the punched-card method,

CORFiDFNTIAL
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MACHIRE APPLICATIONS IN DEVELOPMENT STAGE

: i. Definite mdvantages and both direct and intangible savings
~ osn he obtalned by the application of the punchedwcard method of

. acoounting, atatistionl and record keeping problems, and it should
be the poal of every user of the method to meke tho mosd extensive
uge of his machines. Howover, it is both inefficient and umeconomi-
sal to auply the method to a problem or to a part of a problem which
san be performed better by snother type of business machine or in
some cases, by mamual methods. It is the prectice of this Agenoy to
apply or recommend the use of the method when the results of s study
of exlmtin; or contemplated procedures show that savings and valuahle
. advantages will be realized by performing all or part of the work by
means of punohedecerds, The rssulis of studies made of the jobs de-
soribed below show that definite sdvantegss will be realiseds

e GI& Position C%m'krﬁl;

Procedures for maintaining a Position Controel for Personnel
and Budpst Accounting purposea for departmental and field posi-
tiong in all overt offices have been developed and will be made

effective on completion of trisls now being conduotsd. During
the trisl period any defedts in the procedure wileh appsar, will
be remedied so that a firm procedur: may be made operative., The
sutomatic prepsration of T/0 sheats will be possible aa & by~
product of the operation. The advantages whioh will be reslirzed
are as follows:

{1) & olose control will be established over the assigne
ment of personnel to established positions.

(2) The manuel posting of & position sentrol record in
the Budget Offioe will be sliminated.

{3) At the end of the fiscel ycer or at any time upon
request, the Dudget Off'ise will be furnished with a complete
history of the ocgscupaney of sach position estallished in CIA.
This record is required by the Bureau of the Budget in sup-
port of the request for funds for personnel servieces and is
pow obtained by laborious manual methods om the part of the
entire budget staff over a perlod of a month. These hours
of clerieal tims on the part of high salaried employees will
be saved.

{4) The control will assure that persommel servioes
funds are properly expended.
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{6) The Fergonnel Diroctor, Personnel Officers and
the Adminlsbrative Of{icer in each office of CI4 will be
furnished, on a scheduled basis, coples showing the name
of the persom cacupying esch position and all other perti-
nent persommel data required for proper sersonnel manage-
ment. These roporis will eliminaste many clerical hours
in esch of the officesn,

bs FPhysical Inventory.

The application of the punched-card metiiod to physd
ventory seves timg am% assures aceuracy throuzh automatic exten-
sion af the value of euch item, permits the eatablishment of
strict controls which ers not feasible under s mamual procsdurs,
and grestly facilitates the work of reconcilimtion between
physical eount and stock cerd balsnces through smutomatic compari=~
son of quantitias, unit of isasue, unit price and velue, Recsnt~
1y, tie punched~card method was applied to the inventory of stook
items conducted by the Spesial Support Steff aund resulted in a
substantinl saving of cleriocal time and securmoy of resulte which
otherwise, ocould not have been obiained. the work was performed
by the Machine Methods Division es e special project without
additlonal punched-card equipment and machine jersonnel. The
Spscial Support Steff now plans to physically count ons-twelfth
of the warshouse stogck each month. The ccunt will be written
e punchedecard inventory tickets wiieh will be forwarded to the
Maohine Methods Divislion for machine processing and later tabula-
tions of all necessary accounting reports., The above procedurs
will be applied to all CIA inventories if this study is epproved.

gy Btock Records,

The Special Support 3taff hes requested ihat the yunchedecard

mathed be applied %o their Stock Record Accounting problem and

& prosdure has been developed, Until auch time as punched-card
squipment ig installed under the control of the $33, the mashine
operations will be performed in Machine Hethods Division, 00D.
The flexibility of the punched-card method, not inherent in

other methods, will permit the establishment of atriet controls
‘and the sutomatie preparstion of periodie raperts and analyses
which will provide definite advantages, a few of which ares

{1) Better control over receipt and distribution of stock
itens,
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{2) Reduction of investment in inmventories to the
loweat pomsible poinit conslstent with requirementa, in
order to insure & continuous supply.

_ {3) More realistic purchasing resalting fram sccurate
faots as to stock balances snd movement, _

{4) Accurate guantity and velue balances resulting
from sutomatic computation which eliminates errors of manual
oaloulation.

{6) Automatic preparation of complete and comprehen-
#ive Stock Status Reports which will simplify the ochecking
of inmventories aﬁd assure scourate cycle checking.

The saw pracadura will be extonded to other {‘:IA Shook
Records when spproved,

de Payroll Accounisiz}g:

4 punched~cord procedure has heen established for the 8§88
payrell and a triasl run of this procedurs has besn nmade for
several pay porlods. Several changes in the original procedure
Heve been mado and it is now re&dy to ve applied %o the entire
5388 payrolls A few of the definite advantages which may be
realized by runring the payroll on a Funahcd-rcaré baeis are as
follows:

(1) Complete control of all elements affecting the net
sarnings of each employeo. :

{2) Striking of trial balance each pay peried of all
slements of pay prior to the antomatie preparation of Pay-
. rell Journals, Ewployees and Allottee checks, Individual
Buployes Barnings Records snd Transfer Lists for posting
oradits to Station Pay Accounts, Insurance Aecounta, Travel
Advence Accounts, otce

{3) Distribution of costs of porsoannel aervices to various
stations end projects. Totel of costs distributed will be
sutomationlly belanced with Payroll total for pay perlod.

{4) Automatiec prepsration, upon request, of gross sarn-~
ings and tax withheld, and We2 forms at the end of the calerw
dar year for income tex purposes.

{6} Periodlc tabluation of individual retirement sredits
required by the Civil Service Comnissiome
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{8) Payroll csrds used for performing aforemeniloned
ascounting functionz will be available upon request for
socurate end comprehensive statistical studies and analyses
of all elenments of pergonal service costs such as overiime
pay, oversess pay, living and quarters allowancss, depend-
eney allowances, advances of verious types, etec. Thesc
anelytical studies cannot be cbtained under a msmual or
gemi-manual mothod without the uneconamical expenditure of
time and effort.

{7) Cost of auditing personnel service costs by indi-
widuals, stations, and projects will be greatly reduced
through the ability to automatically assemble personal cost
data effecting any individual, station or project.

{8) Relisve present payroll section employees of time
rsquired to prepare spsclal reports upon request of the
Director snd his staff snd others, thus enabling them to
devete their entire time to the preparstion of payroll
changes.

Beomuse of the highly sensitive nature of the Speclal Sup-
port Steff Payroll, it has been deoided thet the payrell work
should not be performed on a punched-card basis until machines

and operating porsonnelsre located in L Building under the adnine
istrabion of the 8§88.

CONFIDENTIAL
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FUTURE APPLICATIONS

: 1+ Thers are many accounting and record keeping Jjobs mnd intel-

. ligenos problems now being performed by menual or semi-manual methods

- %o which the punchedescard method might be applied with resultant save-
inga, greatar scourasy, greater spoed in obtaining end results and

mers complete information. Some of these problems have been reviewad

- in gufficient doteil to recoguize that definite advantages will secrue
through the use of the method, and others are of a type which are

- usually performed by the punched-card method when the volume of work

- is sufficlent. The present procedures must be studied more thoroughly

. before recommsndations can be made. Also, there are vory distinet

. benafits to be derived through broadening the scope of presently ssbabw
- lished procedures to include those parts of an eantire problem still be~
ing performed by menual or semi-manual methods. As has been stated

' earlier in this report, the severel Tebulation Projest Planners are
aware of the possibllity of extending present procedures and are develop=
. ing the necessary procedures. The principal reasons why such procedures
. have not already been made effective iz (a) due to the shsence of well

. trained machine operating persomnsl, tebulation project planners have

. bean required to operste mmchines and therefore nhave not been able to

- devote thelr entire time to development work; (b) scme basic procedures
- ars just now reaching that point in their development wherse planned
~extenaions can be made effective; and (o) some sotivities ere walting

. olearance of operating pergonnel, snd cemnot assume sny additional

- work load. These difficulties are nobt uncommon to a growing installa-

' %ion snd will he overcome a s additional operating persomnel r eport for

- @uty snd becoms proficient in mechine operation and thoroughly familier
with procedures; and as the basis procedures besome gtabilized,

2. Imsediste benefits oan be realized from, and our effort should
- be directed toward making effective, the following:

a. Fosition Control = discussed in Tab K to bo made effective
scon for departuental and field positions in the overt officea.
Should be extonded to inolude covert offices at an sarly date,

: ~ ag disouseed in Tab B, this work hes
¢ iliy periormed for 8pecial Support Staff and should
be employsd when inventory of overt shtook is taken.

@+ Btock Records - as stated in Tab B, procedures are now bee
ing developed and will be made effective in July 1950. As soon &sm
the procedures have been perfected through sotual eperaticn, they
should be extended to include all CIA stock regord

GONFIDENTIAL
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ascounting, It ie ostimated that this canm bo accomplished by
sarly 1851,

4. Froperbty Record Accounting ~ This spplication will be
developed 1n conjuncilon with the Stock Record application.
It consists of establishing & card record of nen~oxpendable
items withidrawn froa stock and charged to Accountable Officers.
lists of items charged to each mecount will be sutomatically
propared pericdisdlly or upon regquest, and furnished to sash
Ascountsble Officer. Manual records now meintained in eash
office will'be eliminated, more amecurate and up %o date records
will be established, snd & reduction in the nmumber of items
annually written off will result, The sevings which will be
realized canuot be acocurately estimated at this tims. This ap~
Plication will be made effective concurrsntly with the Stoek
Record Applicetion,

#a Preparatlon of Stock Catalog = The 3583 is revising the
stock numbers and NOWSHCLAGATE OF %Ewse stook ivems which come
under ita cognlszance. When the revision job is completed, 1%
will be nocsssary and desirable %o publish a stesk catalog by
& method which will permit new papers io be published as new itens
of stock are addeds This roquir ment has been studied and 1t has
been determined that because of the length and typs of degoription
required for many sbtock items, the addressograph method would be
more feasible than the punchedecard methed, sAddressograph equip-
ment owned Ly the Agency is sdequate for the Job and will be used.
The work of establishing the originel addressograph pletes for
spproximately 5700 itoma will be the moast tine~conguming part of
the Job, The work will bs started as scon as revissd stock mume
bers and nomenclaturs are available in August 1950,

f+ Personnel Accounting - Definite saviogrs in clerical time,
snd the productlon of essential personnel deta and statigtios
are being reslized from the current application of the punched-
cerd method to Personnel Accounting requiremonts, Further save
ings and adventages will be realized es the application is extende
8d. The extensions have bLeen discussed and approvad Dy the Perw
soanel Office end are plamned to be made effective during the
courge of 1360, The Persomnnel Accounting Application has been
established for the Administrative Staff and to a iimited extent
for the Special Support 3taff. When a mechins inatallatiom is
made in L Bullding the procedure can be extended to includs all
338 requirements and the present savings snd adrantages will be
increased thereby.

g» The spplications listed sbove are mejor in chargeter and
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will require considerable work and coucentration of sffort,
I% 1s our goal to heave these jobs installed and operating by
oarly Piseal Year 19561,

3 Other applications of an accounting snd record Iﬁaepixtg
nature will be surveyed and recommendations will Le nade on the
baals of ihe survey findings. Included in thim cabegory are:

2+ Budgel Aecounting which offers definite possibllities
for advantegeous spplication of the method.

ba In the intellipgence Fleld two major projects will be
studied as follows:

- {1) 051 is inltorested in adapting the punched-sard
method to thelir particular nesds and is especially interest-
ed in the new "Dyson” punched-card method of indexing and
producing sbstracts of intelligence informations The"Dyson”
machines will be produced by the Internsitional Businaess
¥echines Qorporation. 3ince The maociines are still in the
dovelopment stege, very little informatien is released
soncerning the operation and potemtial of the machines and
methodss It has bsen sug;osted thet & demonstration of the
machines and method be arranged so that tiis Agenoy mey ob-
tain a thorough understanding of the operation and potential
of the Dyson meciidnes. The IBM CQorporation has sonourrsd
and will inform the AD/OGD as to when sueh & demonstration
can be held. After obtmining this fundamental informetion
an evaluation of the value of applying the method to the OSI
problem ban be made. :

{2) fthe mpplication of the punched-card methed to the
spacial Indexing problema in the 30 Registry was revieded
some months ago. It was found thet sertein phases of the
Job would bave been difficult to solve with stenderd punched~
card equipment availsble a%t that time. Since then new
punched-card equipment hms beon develuped. The new eguipe-
ment is especlally well adapted to the Registry's probless
and will overcome the diffigulties previcusly encountered.
4 detalled s tudy of these problems will be made as soon as

possible and procedures will be developed sround the use of
the new equipment. It ie our opinion we can apply machine
methods to the Regletry and render a greatly lmproved serve
ise. The Assistent Director for Specisl Operations i{s very
snxious for this to be dune,

CONFIDENTIAL

'. Approved For Release 2001/07/24 : CIA-RDP57-00042A000100090004-6



- Approved For Release 2004407/24 : CIA-RDP5Z£0042A000100090804-6

COMIDENT g, e

d¢ Key roster showlng list of key Agency pomitions and pere
sommel gquallfied to £1ill the positions,

CONFIDENT 4|
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JUL 12 1950

UTILIZATION OF PERSONNEL, SPACE AND EQUIPYENT

1. Present Installetionsa.

%e . A1l punched-card ins%all&tiéﬂs are now located in four
separate offlices and are performing the typs of work as follows:

CFFICE LOCATION USBE

00/Contaet Div, South Bldg. Non~governmental sources

; ndustrial Register M Bldg. sirial lIndexes

¥aohine Hethods Div. M Bldg. Deocumentary Index
¥achine Methods Div. ¥ Bldg. aph ! 2301
¥echine lethods Div. M Bldg,
Meshine lethode Dive M Bldg. BEOLLaarn
¥echine Methods Div. ¥ Bldg. Administrative Projects
8RC x X X g Bldg. Clasgified
80/Communications L Bldr. Classified

25X1A

sfor purposes of efficient cperation the ksy punching of gasetteor
sardes 1s performed in the Bosrd of Geographic Names, South In-
terior Building. Machinea and personnel are thoge of Msshine
Records Division. :

be OCD has the most extensive installation and is processing
the greatest volume of work. A pool of tabulating machines has
been established in OCD and is used in common by the Blographie
Bsglater, Industrial Register and Machine Methods Division, The
pooling of maschines is mosgt sconomieal and a high machine useags
factor is obtained, theraby reducing costs.

o« The _Contasct Division/00 particijmted in the 0OGD machinme
pool until its of fices were moved to South Building. It was decided
at that time that for reasons o security and effisiency of 00/%
operation, machines should bs installed in Seuth Building,

de A separate and complete machine ingtallatien was established
for the Special Regsarch Centor because the nattre of tie work
reguired that it be performed separately.

¢ The Communiocetions Divisi-n/S: has an installetion of one

printing punch and one sorting :wmchine. It is planned to iucrease
this installation to & full complenent of machines .

7%
CONFIDENTIAL
Approved For Release 2001/07/24 : CIA- -00042A000100090004-6



Approved For Release 2001/07/24 : CIA-RDP57-00042A000100090004-6

-

B .

CONFIBENTIAL

b

2+ Propossd Instellation.

a. As stated in Tabs A, D and (O, there are very delinite
advantages to be gainad through the sapplication of the punchede
sard method to Personnel Recordiayg Accounbting, Peyrell Ascounte
ing and Fhysical Invenbtory and Stock Record Accounting and it
hay been roccmmended that tisse spplicationa be established for
Spocial Support steflf as soon ss possible. However, the 388
source records are of such nature that they should not be re-
moved from tueir loocation im L Building for procesaing. Thore-
fore, a machine installetlon in L Building to mmndle both overt
and covert administratlve work for the Agency has been propossd.

s Por reasons described elove, it is nescessery to establish
separcte machine Installetions if CIA is %o teke Lumediate advane
tage of the incressed efficienoy and savings which can regult
from exblension of the punched-card method throughout CIA., There-
fore, it ie proposed thad:

(1) Sufficient number end t,pe of machine required to
perform for CIA Personnel Record Accounting, Payroll Aeeount~
ing end Fhyslical Inventory and stock Record Ascounting beo ine
stalled in L Building under the Administretive Coubrol of the
Speclal Support shaffl;

{2) the procedures estsblished for these jobs be developed
so that they can be exbtended to cover like work performed by
the Adninistretive Staff;

(3) during the period reguired to complete the aj;plication
of each job in 3§88, the work now being performsd Ly the Admine
istrative Projests Bramch, Mechine dethods Division, 00D, be
continueds ‘

{4) =& soon as each Job in 335 hes been complebely installed,
1like work belng performed in OCD for the Administrative Staff
be transflerred to the 8588 installation;

{6) when all CIA sdministrative work is being performed by
the 338 installation that the Administrative Project Franch be
disestablished., (At that time the personnel remaining in the
minijstrativc Branch will be transferred to the 558 installa~
tione

o, Some of the bemefits to be derived from this plan are as
follows: :
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{1) e 533 instellation will process only administro-
tive applications. :

{2) fThe prosedures to Le egtgblished for vouchered and
unvouchered jobs will be the same whieh wilipraelt the
scheduling of all machine operations.

(3) The machine persomnel will be trained on all jobs
thereby permitting flexibility in the asgignment of work.

(£¢) Revisions of existing procedures sad development of
new procedures sud methods for both vouchored sad unvoucherasd
work oan more easily be effeocted with all work being performed
in the same shop.

3s. The greatest utlilization of potential mmchine tine, and thero=
fors the most sconomical use of machines, is obiained through the o gtabe
lishmont of a central machine pool where suffiecient machines sre ine
stelled to perform the punched~card work of all operating offices,

4 wmodified varsion of such a pool is now establighed in OCD, where the
work of four Registers and CIa adninistrative work is now being per-
formed, However, full cemtralizetion of machines operations in CIA {a
not feasible in different buildings noet adjacent to each other; secure
sommunicatlon fasilities betwsen the operating offices and the central
machine instelletion are not avalleble; and it hms been determined that
sertain appliocable material should not be removed from the buildings
whare some of the opsrating offices are located. & centralized amechine
division for CIA would be Peesible if CIA ie ever housed in ome builde
iugg

4s With the esteblishment of & machine group in L Building, there
will s five ssparete installetions loceted in various bulldings and
the growing need for ceatraliged supervision and coordinatlion of all
punched-card activities within the Azency will become Limmediate., The
necessary superviasion sud coordination cen bs cbtained by the sstablishe
mant of & weschine planaing and development group et the Staff levsl,
Through such centralized supervision and coordination, tabulation project
Plammers assizned to the several installations will not be ismolated from
sech other and the following favorable results of directed sctivity will
be achieveds

8s BHliminablon of duplicatlon of development and planning
of'f Gﬁ‘

be The émtablishment of coordinated procedures,

18" ,
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{¢) Uniformity in operating requirements and standards,

{d) Prevent misapplication of the punched-card method,

e L

{#) Distributi n of machines on’ work~Yoad basis.

{f) Realization of maximum Yather than the minimm bene-
fits through interchangs of-developrent and opereting ideas.

.
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